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Cataloging activities of one type or another began with the in¬ 
ception of libraries. Some of the earlier cataloging methods were es¬ 
sentially crude, yet present-day libraries have adopted much of the early 
methodology in library procedures, such as the listing of the author, the 
title, and the cnronoiogical arrangement of catalog cards and books.'*’ 
For many years public libraries have been in the process of improving 
and simplifying the whole procedure for cataloging activities. let, 
their attention has been focused mostly upon the place of the library in 
the school or community, the suitability of reading materials for the par¬ 
ticular reading public, means of meeting the increased cost involved, and 
the matter of adequate housing and trained personnel. There is a dearth 
of information on the whole field of cataloging activities in public li¬ 
braries . 
In 1953 Clyde E. Pettus made a survey of cataloging in small pub¬ 
lic libraries of nine southeastern states whose total book collections 
were between 5,000 and 30,000 volumes. The main purpose of her survey 
was to serve "as a first step in a long-term project to establish cata- 
AHenry A. Sharp, Cataloging: A Textbook for Use in Libraries 
(London: Craft on Co., 19UtS), p. 3ll« 
1 
2 
login g standards for small public libraries."1 The survey idea was pro¬ 
posed to a group of catalogers at the American Library Association South- 
2 
eastern Regional Conference in October, 19U9. No similar study was 
found for larger public libraries of this region. 
Purpose and Scope 
The original purpose of this investigation was to compare the 
general organizational pattern of the five largest public libraries in 
North Carolina with the Pettus findings concerning cataloging practices 
in small libraries, and with the American Library Association Post-War 
Standards for Public Libraries. However, only four of the selected li¬ 
braries cooperated in this study. They were: The Public Library of 
Charlotte and Mecklenburg County in Charlotte, the Public Library of Win¬ 
ston-Salem and Forsyth County in Winston-Salem, the Greensboro Public Li¬ 
brary, and the Davidson County Public Library in Lexington. The Pack Me¬ 
morial Public Library of Asheville, North Carolina was unable to cooperate. 
It is the third largest public library in the State, with holdings of 
«7,23U. 
The libraries upon which the present study is based are located 
in the southern, northern, and western regions of the state of North Caro¬ 
lina. They are situated in large, medium-sized, and small cities. Two 
of the libraries are county-city owned and operated, one is county owned 
■^Clyde E. Pettus, "Cataloging in Small Public Libraries: A Sur¬ 
vey," Journal of Cataloging and Classification, IX (June, 1953)» 9U« 
2Ibid„ 83. 
^American Library Association, Committee on Post-War Planning, 
Post-War Standards for Public Libraries (Chicago: American Library 
Association, l9u3), pp. 85-92. 
3 
and operated, and the remaining one is under municipal jurisdiction. 
This is the first known attempt to study the organization of ca¬ 
taloging activities of the largest public libraries of North Carolina; 
consequently, the findings of this investigation should make a contri¬ 
bution in this area, further, it is generally recognized that effective¬ 
ness of the library service depends in a large measure upon a well-orga¬ 
nized system of cataloging. This study may contribute toward assessing 
the effectiveness of the services of the libraries studied. Moreover, 
it should add to the body of knowledge about cataloging in public libra¬ 
ries and should facilitate the comparison of cataloging activities in si¬ 
milar groups of libraries. 
Methodology 
The interview method was employed in making this survey. First, 
letters were sent to the librarians of these libraries explaining the pur¬ 
pose of the study and asking for their cooperation. The librarians of 
four public libraries with book collections between 73*2890 - 208,5U3 
volumes agreed to participate. The sizes of the book collections of the 
libraries are given in Table 1. The book collection figures of the li¬ 
braries are based on Statistics of North Carolina Public Libraries, Uni¬ 
versity and College Libraries, Special Libraries, July 1, 1955 - June 30* 
1956,1 compiled by the North Carolina Library Commission in Raleigh, 
North Carolina during the year 1956. Second, arrangements, by letter, 
were made with each librarian for a visit to the library. Third, libra¬ 
rians were interviewed according to an interview schedule. A copy of 
‘'"North Carolina State Library. Statistics of North Carolina Pub¬ 
lic Libraries, University and College Libraries, Special Libraries, 
July 1, 1955-56 (Raleigh: North Carolina State Library, 1956), pp. 2-8. 
U 
this schedule may be found in the Appendix. 
TABLE 1 
HOLDINGS AND LOCATIONS OF A SELECTED GROUP 
OF PUBLIC LIBRARIES IN NORTH CAROLINA 
Libraries Holdings Locations 
Public Library of Charlotte and 
Mecklenburg County 20b,543 Charlotte 
Greensboro Public Library 94,461 Greensboro 
Public Library of Winston-Salem 
and Forsyth County 75,260 Winston-Salem 
Davidson County Public Library 73,890 Lexington 
The public libraries that were visited in collecting the data for 
this investigation were cooperative in giving the requested information. 
The survey, as a whole, was beneficial in terms of contact with head li¬ 
brarians, catalogers, and actually seeing the large libraries in North 
Carolina. Not only were the trips to these various libraries beneficial, 
but they were also stimulating and enjoyable. 
The remaining chapters of this study will reveal a general des¬ 
cription of the libraries, of their organization, and the operation of 
their cataloging activities. In addition, some attention will be given 
to the problems of the cataloging departments. 
CHAPTER II 
GENERAL DESCRIPTION OF THE SELECTED LIBRARIES 
Organization 
All four of the public library systems are under the control of 
the boards of trustees• In each of the library systems of Charlotte, 
Winston-Salem, and Greensboro there is an administrative department, a 
technical processing department, a reader's service department which con¬ 
sists of reference and circulation divisions, an extension department 
that includes a bookmobile, and a children's department. The head libra¬ 
rian in each public library is directly responsible to the board of trus¬ 
tees. The board of trustees delegates the authority and responsibility 
for management of the library to the head librarian. The librarian, in 
turn, delegates some of the authority and responsibility to his immediate 
subordinates. E. W. McDiarmid states that in any library organization 
consisting of several people there must be a delegation of responsibility 
1 
and authority for an efficient operation of a library. 
The Greensboro Public Library has, in addition, an adult education 
department and a business and insurance department. The extension depart¬ 
ment in this library has its own cataloging division which follows the 
same policies and procedures as the main library cataloging department 
(see Figure 1). 
^E. W. McDiarmid, The Administration of the American Public Li¬ 
brary (Chicago: American Library Association, 19U3), p. 45* 
5 
Fig. 1.— Greensboro Public Library Organization Chart 
■Pig. 2.- Winston-Salem and Forsyth County Public Library Organization Chart 
Pig. 3.~ Charlotte and Mecklenburg County Public Library Organization Chart 
The library officials at Charlotte label their departments divi¬ 
sions and subdivide them into sections. The main public service division 
is divided into a leading section, a reader's service section and a group- 
service section (see Figure 2). 
The Winston-Salem and Forsyth County Public Library combines the 
reference and circulation departments into one unit. A portion of the 
order work is done by the administrative staff (see Figure 3)* 
The Davidson County Public Library at Lexington is not departmen¬ 
talized; however, the system does have an administrative office, and cir¬ 
culation, cataloging, and children's areas. 
Collections 
All of the libraries had well-rounded collections of fiction, non¬ 
fiction, and children's books. There were more books in the social sci¬ 
ences than in other classes. 
In 1950 under the auspices of the North Carolina Library Commission, 
an inter library loan program was established in the public libraries of 
North Carolina. Any public library in the State whose clientele numbered 
75*000 or more could participate in the program. Each library agreed to 
develop a specific subject for which there was a local interest and an 
expressed need in the State. The purpose of the plan was to facilitate 
the use of these special subjects by all public libraries in North Caro¬ 
lina. An annual allocation of $750 for state aid was made for each par¬ 
ticipating library. 
The public libraries of Charlotte and Mecklenburg County, Winston- 
Salem and Forsyth County, and Greensboro are among the 11 participating 
libraries. The Charlotte Public Library selected the area of textiles; 
the Winston-Salem Public Library chose industrial and vocational manuals; 
K> 
and the Greensboro Public Library chose to concentrate upon business and 
industry. A union catalog of the holdings of these libraries is being 
kept up-to-date in the North Carolina Library Commission. These holdings 
are also listed in the card catalogs of the University of North Carolina 
Library and the Library of Congress. The program has been successful and 
1 
is still in operation. 
In addition to the special subject collections, these three libra¬ 
ries have North Carolina collections which are housed in separate rooms. 
Books written by or about North Carolinians are placed in the North Caro¬ 
lina collections. These books are not allowed to circulate outside their 
designated rooms. 
The Public Library of Charlotte and Mecklenburg County also has a 
rare book collection and an unclassified atomic energy collection. Each 
of these collections is housed in separate locked rooms. 
The Davidson County Public Library has a rental collection. Light, 
easy-reading novels and mystery stories are purchased from a $150 revolv¬ 
ing fluid for this rental collection. A fee of two cents per day is charged 
for the rental of these books. After the books have been paid for, they 
are placed in the main collection and are circulated without charge. 
Staff Qualifications and Status 
The four public libraries selected for this study have professional 
librarians in the administrative and departmental offices, and academi¬ 
cally trained personnel in charge of the cataloging activities. The Pub¬ 
lic Libraries Section of the North Carolina Library Association has ca¬ 
pably defined the status of the personnel in the public libraries by 
^Twenty-Third Report of the North Carolina Library Commission, 
July 1, 1952 - June jo, Ï9& (Raleigh: ïforth Carolina Library Commission, 
19!&), p. 15. 
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dividing the positions into four groups: professional, sub-professional, 
general, and non-professional. Professionals are persons who hold a li¬ 
brary service degree. Sub-professionals have sufficient educational 
background or library experience for performing certain duties which would 
not require any formal library education. Business managers, typists, 
stenographers, and clerical assistants are placed in the general cate¬ 
gory.’1' Pages, library workers, and bookmobile drivers are classified as 
2 
non-professionals• 
The Charlotte and Mecklenburg system employs 16 professionals and 
UU sub-professionals and general employees. The staff of the main library 
consists of a director, assistant director, a business manager, a chil¬ 
dren's coordinator, a Negro coordinator, an extension librarian, a main 
public service librarian, a lending service librarian, a reader's ser¬ 
vice librarian, a cataloger, two assistant catalogers, typists, display 
and exhibit personnel, audio-visual personnel, stenographers, library 
workers, pages, and bookmobile drivers. The processing division includes 
order work, cataloging, and acquisition work. The department is composed 
of a head cataloger and two assistant catalogers. The four general em¬ 
ployees in this division are classified as typists, and there are two sub¬ 
professionals . 
The Winston-Salem and Forsyth County Public Library has 13è pro¬ 
fessional librarians and 15^ sub-professionals. Three full-time pro- 
^North Carolina Library Association. Public Libraries Section. 
Manual Subcommittee. North Carolina Public Library Personnel Manual 
(Raleigh: North Carolina Library Association, 1952), p. ?. 
o 
Committee on Personnel and Working Specifications for North Caro¬ 
lina Public Libraries. "Suggested Personnel and Working Specifications 
for North Carolina Public Libraries in Cities and Counties with Popula¬ 
tion of 75,000 and Less." Raleigh: North Carolina Library Association, 
April, 19L6. (Mimeographed.) 
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fessionals, three full-time and one half-time sub-professionals are em¬ 
ployed in the one branch library. The main library staff consists of a 
director, assistant director, children's librarian, reader’s service li¬ 
brarian, extension librarian, a cataloger, assistant catalogers, steno¬ 
grapher, typists, desk attendants, pages, and a bookmobile driver. The 
technical processing department consists of one head cataloger, two assis¬ 
tant catalogers, and three typists, one of whom is in charge of the acqui¬ 
sitions. 
The Greensboro Public Library employs six professionals, and nine 
non-professionals and sub-professionals on the staff. The staff is com¬ 
posed of a head librarian, an assistant librarian, a county service li¬ 
brarian, a reference librarian, a circulation librarian, a children’s li¬ 
brarian, a business and insurance librarian, a cataloger, typists, desk 
attendants, stenographers, bookmobile drivers, and pages. The cataloging 
department consists of one cataloger and two typists. One typist is re¬ 
sponsible for the acquisition of books. 
The Davidson County Public Library employs two trained librarians 
in the system. One of these is a part-time employee and works at the 
branch library in Lexington. The other is the head librarian of the sy¬ 
stem and is performing the cataloging duties until an assistant can be 
secured. There are 13 sub-professionals in the Davidson County system. 
The main library staff consists of a head librarian, a bookmobile li¬ 
brarian, desk attendants, and library workers whose responsibilities are 
not defined. 
Clientele 
In Winston-Salem and in Greensboro, where figures are available, 
there are more adult registered borrowers than children. The annual 
13 
report of July 1, 1955 to June 30, 1956 of the Winston -Salem and Forsyth 
County Public Library reveals a total of 5,475 registered children bor¬ 
rowers, 15,476 registered adult borrowers, and 57 transients* Greensboro 
Public Library for the same period kept two separate reports, one for the 
city of Greensboro and the other for Guilford County. In the city there 
were 10,809 adults registered and 4,711 children registered; and in the 
county there were 1,554 adult borrowers and 2,326 children borrowers re¬ 
gistered. 
Unfortunately for this study, the libraries of Charlotte and at 
Lexington did not have the exact number of registered borrowers by age 
level or as a whole. This library uses the signature system in which all 
the registered borrowers are placed in one file regardless of age. The 
lending librarian estimated the number of registered borrowers as being 
between 50,000 and 60,000. The Davidson County head librarian estimated 
the number to be 25,OCX) registered borrowers. 
CHAPTER III 
ORGANIZATION OF CATALOGING ACTIVITIES 
Basis of Organization 
The divisions of cataloging activities at the Public Library of 
Charlotte and Mecklenburg bounty and the Public Library of Winston-Sa¬ 
lon and Forsyth County are based upon the types of materials and books. 
The books and materials are divided into non-fiction, fiction, recordings, 
pamphlets, maps, and serials. The duties of the personnel depend upon the 
kind of materials or books to be processed. Since the Davidson County Pub¬ 
lic Library and the Cfreensboro Public Library have only one person in 
charge of the cataloging activities, all the cataloging is done by that 
designated person. 
Staff Activities 
The staff activities in the technical processing department fall 
into two categories: supervisory and technical. The head catalogers at 
Charlotte and Winston-Salem public libraries are responsible for the en¬ 
tire departments in a supervisory capacity. Their duties include making 
monthly reports, allocating duties to personnel and generally managing 
the cataloging procedures. 
The first assistant cataloger at Charlotte and Mecklenburg Public 
Library does the order work for recordings, catalogs recordings and 
"problem" books, files, and revises cards. The second assistant cata¬ 
loger is responsible for periodical subscriptions, sending magazines to 
15 
the bindery, cataloging books, and revising catalog cards. 
The first and second clerical assistants are responsible for all 
of the typing in the department. One sub-professional assistant keeps 
the accession record and does a portion of the acquisition work. The 
first non-professional assistant does the marking and pasting of books, 
and the second non-professional employee checks the reserves, puts co¬ 
vers on books, and does miscellaneous tasks. 
At the Winston-Salem Public Library the first assistant cataleger 
catalogs the non-fiction. The second assistant cataleger catalogs the 
North Carolina collection, children's books, adult fiction, recordings, 
maps, and is responsible for sending books to the bindery. The two 
clerical assistants type the catalog cards. A part-time non-professional 
worker letters the books. Two janitors do the pasting at night using the 
pasting machine. 
At the Greensboro Public Library a typist is responsible for the 
typing of catalog cards. The responsibility of pasting and marking is 
assigned to a desk attendant. 
In the Davidson County Public Library the head librarian tempo¬ 
rarily catalogs books and types cards. Two non-professional workers 
letter and paste the books. 
Working Quarters and Equipment 
In the selected group of public libraries, the space allotted for 
cataloging activities varies from a small closet-like room to a large 
well-equipped room. Margaret Mann suggests four important items that a 
librarian and an architect must consider in planning cataloging quarters: 
space, location, limiting, and furniture. Ample space should be allowed 
16 
for shelves while the books are in process, for desks and chairs, filing 
cabinets, moving materials, and there should be room for expansion. The 
location of the cataloging workroom should be accessible to the public ca¬ 
talog, the reader's service department, and the stacks. Correct artifici¬ 
al and natural lighting are essential because cataloging work demands the 
constant use of the eyes. The American Library Association Committee on 
Post-War Planning for public libraries recommends that "the best avail¬ 
able public building standards for lighting, air conditioning, and acous¬ 
tics should be observed. Avoidance of glare and the proper distribution 
2 
of light are of prime importance." Standard library furniture and equip¬ 
ment should harmonize with the architectural structure of the library and 
aid in the efficient operation of the department. The furniture and 
3 
equipment should be durable, strong, and attractive. Desks, chairs, 
typewriters, shelves, tables, cabinets, book trucks, and a filing chair 
4 
are vital necessities in the cataloging department. 
■ t 
The Greensboro Public Library cataloging quarters are congested. 
There is only enough space in which to place two desks, four chairs, one 
shelflist cabinet, a small metal typing table, and one narrow wall of 
shelving. Every available space is occupied with equipment and furniture. 
The workroom is near the circulation desk and the public catalog, and is 
easily accessible to other departments of the library. The lighting, 
both natural and artificial, is inadequate and there is no running water. 
^Margaret Mann, Introduction to Cataloging and the Classification 
of Books (Chicago: American Library Association, 1943), pp. 255-256. 
American Library Association. Committee on Post-War Planning, 
op. cit., p. 64. 
3Ibid. 
^Mann, op. cit., p. 262. 
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The equipment consists of three typewriters and one book truck. 
The cataloging workroom at the Davidson County Public Library is 
located in the basement of the building away from other library activi¬ 
ties. A small section of the basement is allotted for cataloging acti¬ 
vities. The remaining section is used for storing bookmobile books. 
Natural light is admitted through two windows and a receiving door which 
stays open when the weather is suitable. The artificial lighting is poor 
and there is no running water in this area. There are three typewriters, 
three book trucks and three chairs. 
Winston-Salem and Charlotte have new libraries and their catalog¬ 
ing areas are spacious and well planned. In the Charlotte and Mecklen¬ 
burg County Public Library there is a large roan located near the freight 
elevator and the administrative offices. The room is divided into the 
receiving area, mechanical processing area with running water, acquisi¬ 
tion area, cataloging area, and a conference section with soft chairs. 
The processing division owns seven typewriters, seven book trucks, chairs 
for each of the eight desks, six work tables, a conference table with 
chairs, and a generous amount of shelving space. 
Winston-Salem and Forsyth County Library's cataloging activities 
are a part of the adninistrative area which is near the reader's service 
department, the card catalog, and the stacks. The large room is well or¬ 
ganized and comfortable. The department furniture and equipment consist 
of seven typewriters and book trucks, six desks, a work table, chairs 
for each of the desks and table, and ample shelving space. Both natural 
and artificial light are adequate. . 
CHAPTER IV 
OPERATION OF THE DEPARTMENT 
Descriptive Cataloging 
Descriptive cataloging and subject cataloging are the two main 
areas in the operation of the catalog department* These operations are 
interwoven, for one is not complete without the other.^ "Descriptive ca¬ 
taloging contributes to the identification of a particular book and to 
2 
distinguishing that book positively from all others." The American Li¬ 
brary Association and the Library of Congress have established descrip¬ 
tive cataloging rules that most public libraries follow; the two bodies 
3 
have worked together in making new rulings and changing old rules. 
Accession and copy numbers.—"The accession number is a serial 
number given each bound volume as it is added to the library."** Copy 
numbers are duplicates of titles that are already in the book collection. 
The public libraries in Greensboro and Lexington use accession numbers. 
The cataleger at the Greensboro Public Library did not give a reason for 
■^Maurice F. Tauber, Technical Services in Libraries (New lories 
Columbia University Press, 1954), p. 150. 
2Ibid. 
3Ibid., p. 147. 
**Susan G. Akers, Simple Library Cataloging (4th ed.; Chicago: 
American Library Association, 1954), p.lbl. 
%ann, op. cit., p. 199. 
lfi 
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keeping the accession record, other than that it is the head librarian's 
request. The head librarian at the Davidson County Library stated that 
the accession record is used to identify each particular book in the li¬ 
brary, The Public Library of Charlotte and Mecklenburg County uses the 
accession number, but omits the copy number. The lending section of the 
library identifies the books by the accession number. It is written on 
the borrower's slip and the overdue notices. If a patron has an overdue 
book and requests the name of the author and title of the book, the lend¬ 
ing librarian checks the accession record, which is kept in the work room 
behind the lending desk, for the requested information. The librarian in 
Winston-Salem omits the accession procedure, but uses copy numbers. Pet- 
tus' findings revealed that over 36 per cent of the libraries used the 
accession and copy numbers.^ 
Catalog cards.—Catalog authorities agree that printed cards from 
the Library of Congress or the H. W. Wilson Company save the typist's 
time, give considerable bibliographical information about the book, and 
2 
improve the appearance of the card catalog. Many catalogers find that 
■a 
printed cards are more economical and convenient to use. The public li¬ 
braries of Charlotte, Winston-Salem, and Greensboro use the Library of 
Congress printed cards. However, the Public Library of Charlotte and 
Mecklenburg County types the fiction and children's catalog cards. Sim¬ 
ple cataloging is used for these two types of materials. The Davidson 
County Library has adopted the policy of typing their catalog cards in¬ 
stead of using printed cards. The librarian stated that the waiting 
^Pettus, op. cit., p. 85 
2Akers, op, cit., p. 158. 
^Pettus, op. cit., p. 86. 
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period for receiving printed cards is too long. Simple cataloging is 
employed at the Davidson County Public Library. Pettus discovered that 
1 
UO per cent of the libraries did not use printed cards. 
Authority work.—Authority work consists of keeping two types of 
files or lists — author authority and subject authority. The author 
authority information usually gives the author's first book, and symbols 
of bibliographical tools used to look for the author's identity. All 
other works by the same author are entered in the card catalog in the 
„ 2 
same form. 
The subject authority work in many public libraries consists of 
writing and checking the subject headings given in the Library of Con- 
gross'3 or in the Sears list;4 although some libraries have the information 
on cards. On the subject authority card each subject used in the catalog 
and all cross references are listed.** The Winston-Salem Public Library 
is the only one of the four libraries that does authority work. This 
library employs the card system. According to Pettus' survey 32 per cent 
of the libraries used the form found in one reference book, 50 per cent 
of the public libraries used the form found in the Standard Catalog or 
other single reference aids, and 18 per cent used two or more reference 
■‘•Ibid., p. 93. 
2 
Akers, op. cit., p. 51. 
•^Nella J, Martin (ed.) Subject Headings Used in the Dictionary 
Catalogs of the Library of Congress (5th ed.; Washington: Library of 
Congress, Ï9U8). 
^Bertha M. Frick, Sears List of Subject Headings (7th ed.j New 
York: H. W. Wilson, 195uT* 




Descriptive detail.--Since the public libraries of Charlotte, 
Winston-Salem, and Greensboro purchase Library of Congress printed cards 
the author's full name and dates are included when they can be found. 
The complete title, imprint, collation, and notes are also included on 
the catalog card. In the public library at Charlotte the fiction and 
juvenile catalog cards are typed and the author's full name and dates, 
the title, imprint, and pagination are included on the card. Symbols 
are used above the hole in the catalog card to indicate which unit, 
branch, or bookmobile has the book. The Davidson County Public Library 
includes the author's full name, the title, and the imprint. Only the 
pagination is included in the collation. Pettus stated, "A tendency to 
2 
simplify these descriptive details was generally found in the libraries." 
Added entry cards. —Entries other than the main entry are added 
3 
entries. In order to avoid overcrowded catalogs, libraries often adopt 
certain policies limiting the number of added entry cards. The head ca- 
taloger stated that the public library at Charlotte "uses very few series 
entries," but all other items in the tracing are used. The public library 
in Greensboro emits the third Joint author, but makes a title entry for 
every book, although the Library of Congress «nits the title entry for 
some books. The series entry and the second joint author entry are omit¬ 
ted at the Winston-Salem public Library. Davidson County Public Library 
does not have a policy on added entries, neither does it use printed 
•^Pettus, op. cit., p. 87. 
2Ibid., p. 93. 
^Akers, op. cit., p. 233. 
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cards* Pet tus discovered that the percentage of added entry cards in¬ 
creases with the size of the library.* 
Subject Cataloging 
Subject cataloging involves the analysis of the subject content of 
material and the expression of that content in terms of suitable classi¬ 
fication numbers and subject headings. These numbers and headings help 
the clientele by correlating similar books and other materials in the 
2 
card catalog. 
Subject headings and references.—"The subject heading is the word 
or phrase used on the catalog cards to express the theme or topic of a 
book."^ A cross reference is "a direction from one heading to another. 
There are two types of references: see and see also. 
The public libraries of Winston-Salem and Greensboro use the Li¬ 
brary of Congress list of subject headings. The former uses it with no 
variation, while the latter uses it with 20 per cent variation. The pub¬ 
lic library of Davidson County employs the Sears list, with 10 per cent 
modification. At Charlotte the public library employs the Library of Con¬ 
gress subject headings for adult books and uses Sears List of Subject 
Headings for the juvenile collection, without any deviation from either. 
In all four libraries seme cross references were used in the catalog. 
The Pettus study indicated that over 76 per cent of the libraries used 
the Sears list and slightly over eight per cent used the Library of 
*Pettus, op. cit., p. 89. 
p 
Tauber, op. cit., p. 150. 
3 
Mann, op. cit., pp. 1U1-1U2. 




Classification tables.—The Dewey Decimal Classification scheme 
was used in all four public libraries. The reason for this, perhaps, goes 
back to the initial purpose of this classification which was to be a simple 
2 
scheme adaptable to most libraries. The Pettus study revealed that the 
Dewey scheme was most widely used in public libraries in this country 
". . . where the memory value of its notation makes it easy for borrowers 
3 
to go directly to the open shelves without consulting the catalog.” 
Book Numbers 
A book number is "a letter, number, or any combination of numbers 
or characters assigned to a book in order to distinguish it from all other 
books in the same class.The public libraries of Winston-Salem and 
Greensboro use the Cutter-Sanbom book numbers only for their non-fiction 
books. The cataloger at Greensboro has devised a book number scheme for 
Shakespearean works. At Charlotte the public library does not employ any 
book numbers for the main library, but uses Cutter numbers for the two ; 
new branch libraries' non-fiction books. The Davidson County Public Li¬ 
brary does not use book numbers. Only 13 per cent of the public libra¬ 
ries in the Pettus study used Cutter book numbers.”* 
^Pettus, op. cit., p. 90. 
o 
Tauber, op. cit., p. 190. 
3 
Pettus, op. cit., p. 91. 
^Theresa Hitchler, Cataloging for Snail Libraries (Rev. ed.j 
Chicago: American Library Association, 191$)* p. 291. 
Pettus, op, cit., p. 91. 
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Filing 
The A. L« A. Rules for Filing Catalog Cards "attempts to provide 
a set of alphabeting rules in accord with the most generally accepted 
usage."1 All four libraries use the A. L. A. Filing Code. The public 
libraries in Winston-Salem, Lexington, and Charlotte file their catalog 
cards weekly, the Greensboro Public Library files the catalog and shelf- 
list cards once a month. The Charlotte Public Library also files shelf- 
list cards monthly. The Winston-Salem Public Library has no regular time 
for filing shelf list cards, and the Davidson County Public Library files 
its shelflist cards bi-monthly. In the Pettus study 63 per cent of the 
libraries used the A. L. A. Filing Code and 18.1 per cent followed di- 
2 
rections found in manuals. 
Organization of Non-Book Materials 
Some librarians catalog non-book materials according to the Li¬ 
brary of Congress Rules for Descriptive Cataloging^ and its supplements 
4 <5 6 
on motion pictures and filmstrips, phonorecords,? and manuscripts. 
‘'"Sophie K. Hiss, A. L. A. Rules for Filing Catalog Cards (Chicago: 
American Library Association, Ï9U2), p. v. 
2 
Pettus, op. cit., p. 92. 
o 
Library of Congress, Rules for Descriptive Cataloging in the Li¬ 
brary of Congress (Washington! Library of Congress, Ï94^}. 
^Library of Congress, Rules for Descriptive Cataloging in the Li¬ 
brary of Congress Motion Pictures and Filmstrips (Washington: Library"of 
Congress, 1955). 
5 
Library of Congress, Rules for Descriptive Cataloging in the Li- 
brary of Congress, Phonorecords (Washington: Library of Congress, Ï952). 
^Library of Congress, Rules for Descriptive Cataloging in the 
Library of Congress, Manuscripts (Washington: Library of Congress, 195U). 
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In ether libraries non-book materials are placed in vertical files and in 
filing boxes under certain standard subject headings. However, materials 
like films, slides, and filmstrips are not always classified. Sometimes 
they are accessioned and placed on closed shelves in alphabetical order 
by title. 
Winston-Salem, Greensboro, and Charlotte public libraries catalog 
important pamphlets and serials. Recordings are cataloged in all four 
libraries. Periodicals are not cataloged in any of the public libraries, 
although the Greensboro Public Library accessions its bound periodicals. 
It also catalogs microfilms, newspapers, sheet music, and maps. 
Slides, prints, films, and tape recordings are not cataloged in 
any of the public libraries. In Charlotte, these materials are under the 
supervision of the audio-visual department. The Davidson County Public 
Library catalogs only phonorecords, and places other materials in the ver¬ 
tical file. 
Reclassification and Recataloging 
Tauber defines reclassification as ". . . the regrouping of a 
collection of books into subject classes different from those previously 
employed. . . .*** He describes recataleging "... as any change made in 
2 
the original cataloging. • . 
The Public Library of Winston-Salem and Forsyth County does some 
recataloging, but no reclassifying of books; there was no stated recata¬ 
loging policy. At the public library of Charlotte a certain amount of 
reclassifying is done since the 15th edition of Dewey has been pub- 




lished. The Greensboro Public Library adds Cutter numbers to old books 
if a new edition is published. Davidson County Public Library does not 
reclassify or recatalog any books or other library materials. 
In recent years it has been the trend in many public library sy¬ 
stems to have all cataloging activities carried out in one centralized 
place, usually in the main library catalog department. Having the cata¬ 
loging done in this manner has reduced the cost of cataloging procedures 
and the number of personnel needed. All four libraries' cataloging ac¬ 
tivities are carried on at the main library, thus the books are sent to 
branches in the system ready to be circulated and the cards are ready 
to be filed in the card catalog. 
Regardless of the size, a well-organized public library must main¬ 
tain certain records. The American Library Association Committee on Post- 
War Planning states that every public library must keep a public catalog 
and shelflist and, if the system has branches, a card catalog should be 
in each branch. It is also desirable that a library have a separate ca- 
2 
talog for the juvenile collection. 
All of the libraries maintain the three files recommended by the 
Committee. In addition, the Public Library of Winston-Salem and Forsyth 
County maintains the following files : policy, author and subject, map, 
Cataloging for Branch Libraries 
Records Maintained 
Dewey, Decimal Classification (15th ed.j New York; Forest 
Press, Inc., 1951)* 
p 
American Library Association Committee on Post-War Planning, 
O£f^^lto| 87 • 
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vocational guidance, and gift and memorial record. The Qreensboro Public 
Library maintains records for replacements, materials in-process, and 
sheet music. At Lexington the public library maintains a memorial and 
gift record. The Charlotte Public Library keeps records for cross refer¬ 
ences. 
The Winston-Salem and Forsyth County Public Library makes a month¬ 
ly statistical report of the number of books and library materials added 
for the extension department, the branch library, as well as the main li¬ 
brary. The number of withdrawals is included in this report. The head 
cataloger gives this statistical report to the administrative staff. The 
public library at Charlotte keeps a monthly statistical record of the num¬ 
ber of books cataloged in each of the Dewey classes as well as for fic¬ 
tion and children's books. This report does not leave the department, but 
is compiled annually for the director. 
The annual North Carolina report, which is sent to the North Caro¬ 
lina State Library, requests the number of books added to the collection 
and the number withdrawn. The catalog department in each library fur¬ 
nishes this information. 
Studies of library use have not been executed in any of the four 
public libraries. 
Problems of the Departments 
The Public Library of Charlotte and Mecklenburg County processing 
division has three problems. One of these is temporary in character. 
Since the Charlotte public library system is expanding with two new ad¬ 
ditional branch libraries, a special fund has been provided to supply 
these two new branches with books. Thus, the processing division is 
temporarily overcrowded with numerous rush books. There is a personnel 
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shortage In the sub-professional bracket; however, an additional person 
is expected in August, 1957. The division is in the midst of taking an 
inventory, since it is now housed in the new building. At present, the 
shelflist cards have paper clips attached to them to indicate the books 
that cannot be located. By using this procedure there are drawers in the 
shelflist cabinet that are so crowded that the titles on the cards can¬ 
not be read. Since the rush books have arrived, the staff has devoted a 
limited amount of time to the completion of the inventory. Another prob¬ 
lem is that of deciding upon a card duplication machine for fiction and 
children's books. The money has already been appropriated for the machine. 
The department is in need of a machine that is easy to handle and inex¬ 
pensive to operate. 
The public libraries of Winston-Salem, Lexington, and Qreensboro 
are also experiencing the problem of insufficient personnel. At the Da¬ 
vidson County Public Library in Lexington there is a desperate need for 
a trained cataloger. This library does not have a full-time cataloger, 
and for this reason the head librarian includes the cataloging activities 
in her multiplicity of duties and responsibilities. Another problem is 
the location of the cataloging section. It is now located in a small, 
congested and poorly planned section of the basement, apart from other 
library activities. 
The Greensboro Public Library also has similar departmental prob¬ 
lems. First, it has an acute space problem and it is the most congested 
cataloging department among the four libraries. There is no room for ex¬ 
pansion without the enlargement of the building. The second problem is 
personnel. Since it is a one-man department, all of the technical work 
and full responsibility of the department are assigned to that one cata- 
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loger. 
All four libraries considered here have technical problems which 
are common to many cataloging departments. One of these is the inconsis¬ 
tency of the filing method used in the card catalog. Another is the task 
of deciding how to treat serials in view of their inconsistency of content 
and of format. 
CHAPTER V 
SUMMARY AND CONCLUSIONS 
The primary purpose of this investigation was to study the cata¬ 
loging activities of four of the largest public libraries in North Caro¬ 
lina. i'he second purpose was to compare these libraries with the Ameri¬ 
can Library Association's Post-War Standards and the Clyde E. Pettus sur¬ 
vey of cataloging practices in small public libraries in the Southeast. 
The public libraries were selected according to their holdings. They 
were: the Public Library of Charlotte and Mecklenburg County, the Greens¬ 
boro Public Library, the Public Library of Winston-Salem and Forsyth Coun¬ 
ty, and the Davidson County Public Library. Unfortunately the Pack Memo¬ 
rial Library of Asheville could not participate in this study. 
Three of the public libraries, Charlotte, Winston-Salem, and 
Greensboro, have five main departments: administrative, reader's ser¬ 
vice, children's extension, and technical processes. The Davidson County 
Public Library, which has the smallest number of holdings among the four 
libraries, does not have a departmentalized library. A North Carolina 
collection was round in three of the libraries and the same three received 
state aid for special subject area collections. Trained librarians are 
found in all of the selected libraries. 
In the two libraries where the cataloging departments consist of 
a head cataloger and two assistant catalogers, the organization of work 
was based upon the types of books and materials, while in the two li- 
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braries with one-cataloger departments, all the cataloging is done by a 
trained person with the assistance of sub-professionals and non-profes¬ 
sionals. The staff activities are assigned in accordance with the educa¬ 
tional training, efficiency, and experience of the personnel. The acti¬ 
vities are classified as technical and supervisory. 
The quarters and equipment of the two new libraries, at Winston- 
Salem and Charlotte met and surpassed the American Library Association 
standards. The Davidson County Public Library and the Greensboro Public 
Library did not have adequate lighting or space for free staff movement 
in the cataloging departments. In addition, the Davidson Public Library 
did not have sufficient equipment. Thus, the Greensboro and Davidson 
public libraries did not meet the national standards for quarters and 
equipment. 
In the descriptive cataloging area, the Greensboro, Charlotte and 
Davidson public libraries maintained accession records. The Winston-Sa¬ 
lem, Charlotte, and Greensboro libraries purchased Library of Congress 
printed cards, while the Davidson library used typed cards. The Public 
Library of Winston-Salem and Forsyth County was the only library that did 
authority work. The second and third joint author entries and the series 
entry were the two items omitted most often in the four libraries sur¬ 
veyed. 
The Library of Congress subject headings were used in the Char¬ 
lotte, Winston-Salem, and Greensboro public libraries and the Sears sub¬ 
ject headings were employed at Lexington. The Charlotte library used 
the Sears subject headings for children's books. All of the libraries 
surveyed used the Dewey Decimal Classification and the American Library 
Association filing rules. Cutter-Sanbom tables were used by the Greens- 
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boro Library and the Winston-Salem Library. The Charlotte Library used 
them only for the two new branch libraries. 
Recordings represent the only type of non-book material that all 
four libraries cataloged. The Winston-Salem, Greensboro, and Charlotte 
libraries cataloged important pamphlets and serials. There was no set 
pattern or procedure for cataloging the other non-book materials in the 
libraries surveyed. Policies were not defined for the reclassifying and 
recataloging of materials in any of the four libraries. 
All four libraries kept public catalog and shelflist records, and 
supplied information for the state annual report. Studies of the use of 
the library have not been made in any of the public libraries. 
The shortage of trained librarians and the dire need of adequate 
space are the most urgent problems facing the cataloging departments. 
All of the libraries needed additional personnel. The Greensboro and 
Davidson libraries are in desperate need of floor space in the cataloging 
areas. 
The four public libraries of North Carolina compared favorably with 
the Pettus survey findings of cataloging activities of small public libra¬ 
ries. The Charlotte and Winston-Salem public libraries met the American 
Library Association Post-War Standards completely. The cataloging depart¬ 
ments of the Davidson and the Greensboro public libraries did not meet 
the building standards of the American Library Association. 
In view of the facts that have been presented in this study there 
are specific areas that need comprehensive investigation. First, a study 
of the organization of ephemeral materials in public libraries of North 
Carolina would be of value. Second, it would be interesting to have a 
report of the cataloging activities in all of the large and medium-sized 
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public libraries in the State and to combine this with the Pettus findings 
for the small libraries. The third need is for studies of the use of the 
card catalogs by the patrons. 
APPENDIX 
The Organization of Cataloging Activities 
in a Selected Group of Public libraries 
in North Carolina 
Interview Schedule 
Name of Library  
1. Owned and operated by City  
City - County County Private 
Other  
2. Registered borrowers Children Adults 
Cl-15 ages} 
3. Organization of the Library 
3-A Number of branch libraries  
3-B Name of each department 
U. Library Staff 
4-A Number employed  
4-B Qualifications 
4-C Number of professional employees 
U-D Number of non-professional employees 
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5. Organization of the Catalog Activities 
5-A Basis of Organization 
5-B Location of Cataloging Activities 
6. Equipment and Working Quarters 
6-A Separate room Spacious Comfortable Crowded 
6-B Suite of rooms Spacious Comfortable Crowded 
6-C Typing room 
6-D Mechanical processing room 
6-E Cataloger's office 
6-F Typewriter Book trucks Shelving space Chairs 
Desks 
7. Catalog Department Staff Duties  
Library Degree Studying 
8* Name of Position Yes No Hours Advanced Professional 
9» Operation of the department 
Use of printed and other centrally supplied cards Wilson  
Lib. of Congress Print their own cards 
Mimeograph their own cards 
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 Type their own cards 
Other  
10. Cataloging rules 
i - • 
ALA ‘ Library of Congress  
Other Modifications  
11. Limitation of Added entry cards 
12. Subject cataloging 
Subject heading list(s) used: 
Sears Library of Congress Other  
12-A Amount of variation (99% - 1%)  
13. Classification scheme Dewey Library of Congress Other 
1U• Book numbers  
15» Exceptions  
16. Frequency of filing cards 
Catalog cards (daily, weekly, monthly) 
Shelflist cards  
17. Organization of Non-book material 
Kinds of Material Catalog 









18. Files maintained by the department 
Shelf list Official Public  
Card Catalog Union  
Authority file  
Subject heading file Checked Card 
In-process file  
Policy file Maintained by  
Others  
19. Records and reports 
19-A Statistical reports 
Items recorded 
No. of Books received No. cataloged 
No. recataloged No. sent to bindery^ 
No. ordered Other  
20-A Accession record  
Reason for having it 
20-3 Annual report  
20-C Staff Manual 
21. Problems of the departments 
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